
The Online CTR SurveyThe Online CTR Survey

 Asks the same questions as the paper
survey

 Internet-based, text-based system
– The system is on its own secure server

– The server and system can handle
substantial simultaneous hits



The Online CTR SurveyThe Online CTR Survey

 Contains a number of tools the ETC
can use to track progress and improve
response rate



How does the Online SurveyHow does the Online Survey
work?work?

 You can test the electronic survey
– Open your Internet browser and go to

https://www.ctrsurvey.org
– Enter a mock email address using

@abc.com as the domain

– Click the “Login” button
– Select worksite, complete login, and survey



Test the surveyTest the survey



Test the surveyTest the survey
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Test the surveyTest the survey



Test the surveyTest the survey



And when it is submittedAnd when it is submitted



What about security?What about security?

 The survey software resides on a server
behind a physical and electronic firewall

 The server has virus protection with
daily automatic checks for updates

 Nothing gets installed on your system
– There is no option available to install this

system on your intranet



What about security?What about security?

 The survey software resides on different
server than in the past

 The security on the server is more
stringent than in the past

 Security on your system may also have
been increased

 Please check that your employees will
be able to access the system



What about privacy?What about privacy?

 Your employees enter an e-mail
address to access the survey

 You (ETC) use employee e-mail
addresses to access surveys for
individual employees during the survey

 Link between e-mail and survey
responses is broken when survey is
closed out



Privacy - Email AddressesPrivacy - Email Addresses

 WSDOT deletes the e-mail addresses
and results from the system after
receiving your survey results from UW

 No other use is made of the e-mail
addresses

 We do not make the addresses
available to others



Employee access to surveyEmployee access to survey

 E-mail domain (only method previously
available)
– You specify which e-mail domains to use

– Any e-mail address with the domain may
access the survey

– You send survey notices only to those you
want to survey or as broadcast e-mail with
criteria for employee self selection



Employee access to surveyEmployee access to survey

 E-mail address list - NEW Option
– You upload a file of e-mail addresses,

with worksite for each

– Any domain is allowed
– Only those addresses on the list may

survey and only at the specified worksite



Employee access to surveyEmployee access to survey

 E-mail address list - continued...
– ETC tools allow you to edit uploaded

employee data if necessary

– It gives YOU additional control over who
can access the survey

– Not all employers have accurate enough
information to use this option



Employee access to surveyEmployee access to survey

 Combination of domain name and
uploaded list



What are the technicalWhat are the technical
requirements?requirements?

 Microsoft Internet Explorer (IE) 4.x or
Netscape 4.x or later

 If Windows, more recent than
Windows95

 Employees must have access to the
Internet

 Each employee must have a unique e-
mail identification



Online Survey - ETC ToolsOnline Survey - ETC Tools

 The Online Survey gives you tools to
– Check and correct information

– Troubleshoot, and

– Track progress

 When we set up the survey for your site(s)
we will send you login information to
access these tools

 https://www.ctrsurvey.org/admnLogin.asp



ETC ToolsETC Tools——Profile:Profile:
What it Looks LikeWhat it Looks Like



ETC ToolsETC Tools——Profile:Profile:
What it DoesWhat it Does

 Summarizes your survey setup
– Lists each of your worksites that is

surveying electronically

– Shows contact information

– Shows the e-mail domains to be used in
your survey



ETC ToolsETC Tools——Employees:Employees:
What it looks likeWhat it looks like



ETC ToolsETC Tools——Employees:Employees:
What it does; when to use itWhat it does; when to use it

 Lists employees by worksite who are
registered with the Online Survey
because:
– They have logged in, or

– You have uploaded them

 Allows you to upload, add, edit or delete
employee names and e-mail addresses



ETC ToolsETC Tools——Employees:Employees:
  What it does; when to use itWhat it does; when to use it

 Allows you to correct errors when:
– Employees survey at wrong site

– Employees make mistakes on their surveys
and notify you

– Employees submit partial surveys and lock
themselves out

 Delete employee and survey, then ask
them to login again and redo the survey



ETC ToolsETC Tools——Surveys:Surveys:
What it looks likeWhat it looks like

Select worksite then select
View Setup or Reports button



ETC ToolsETC Tools——Surveys:Surveys:
What it doesWhat it does

 By worksite, shows the date range when
the system will accept surveys from your
employees

 Allows you to check survey set up by site
 Allows you to view reports by worksite

and:
– Download lists of survey respondents
– Edit or delete individual surveys
– View summary of survey responses



ETC ToolsETC Tools——SurveysSurveys
Survey setup pageSurvey setup page

Click on
View
Setup
button to
review
Survey
setup



ETC ToolsETC Tools——Survey setup pageSurvey setup page

 Come here to check your survey
distribution numbers
– System will use this to calculate a

response rate based on surveys submitted

 You can also upload additional
employees here
– There are separate written directions on

this



ETC ToolsETC Tools——Surveys:Surveys:

Select a Report or click on
Survey Response Totals



ETC ToolsETC Tools——Surveys:Surveys:
Survey summary reportSurvey summary report

1st Report  option



ETC ToolsETC Tools——Surveys:Surveys:
Completed surveys reportCompleted surveys report

2nd
Report

option



ETC ToolsETC Tools——Surveys:Surveys:
Completed surveys reportCompleted surveys report

 You can sort list by employee e-mail or
date submitted

 Click on view result for any e-mail
address
– Opens survey form

– This is where you edit a survey if
requested

– Click at bottom of survey form to save or
cancel edits



ETC ToolsETC Tools——Surveys:Surveys:
Why use this?Why use this?

 Why view, edit or delete an employee
survey?
– Many ETCs review paper surveys as

their employees turn them in - checking
for accuracy of certain responses - this
allows similar functionality

– Some employees submit a partial or
blank survey



ETC ToolsETC Tools——Surveys:Surveys:
Why use this?Why use this?

 Why view, edit or delete an employee
survey?
– Some employees submit survey at wrong

worksite

Delete survey and request they resubmit
survey at correct worksite



ETC ToolsETC Tools——Surveys:Surveys:
Completed surveys reportCompleted surveys report

2nd
Report

option



ETC ToolsETC Tools——Surveys:Surveys:
Completed surveys reportCompleted surveys report

 Option to download list of completed
surveys as a file
– Click “Download file” button

– Saves as .csv file that Excel can import

 Compare to your original e-mail list to
identify employees who have not
responded and send reminders



ETC ToolsETC Tools——Surveys:Surveys:
Completed surveys reportCompleted surveys report

 Some ETCs hold prize drawings for
employees who complete and submit
survey early
– example:  by end of day Monday, 1st 50

respondents

– Sort list by date and time and select those
before the cutoff time



ETC ToolsETC Tools——Surveys:Surveys:
Download fileDownload file



ETC ToolsETC Tools——Surveys:Surveys:
Not completed surveys reportNot completed surveys report

3rd
Report

option



ETC ToolsETC Tools——Surveys:Surveys:
Not completed surveys reportNot completed surveys report

 Identifies employees who have logged
in (or you have uploaded) but have not
submitted a survey
– “E” for employees uploaded who have not

submitted
– “A” for employees who logged in but did

not submit



ETC ToolsETC Tools——Surveys:Surveys:
Not completed surveys reportNot completed surveys report

 Option to download list as file
– List of e-mail addresses and E or A status
– Saves in .csv file that Excel can open



ETC ToolsETC Tools——Surveys:Surveys:
Survey timelineSurvey timeline

4th Report 

option



ETC ToolsETC Tools——Surveys:Surveys:
Survey timelineSurvey timeline

 System will use the number of “surveys
distributed” from the set up survey
screen (profile menu) and the number of
surveys submitted to calculate a
response rate



ETC ToolsETC Tools——Surveys:Surveys:
Survey Response TotalsSurvey Response Totals



ETC ToolsETC Tools——Surveys:Surveys:
Survey Response TotalsSurvey Response Totals

 Raw data from employees who have
“submitted” survey

 You CANNOT calculate your SOV rate
directly from this table because actual
SOV calculations include:
– credits for compressed workweeks and use

of non-motorized modes

– adjustments for absences, incomplete
responses, and compressed workweek

 But you can use it to monitor progress



If you have a few employeesIf you have a few employees
who cannot use the surveywho cannot use the survey
 ESL employees

– Online version is in English only

 Employees without internet access

 ETC can manually enter and submit
surveys
– Login as employee and transcribe responses

from paper form into electronic survey



What is the Online SurveyWhat is the Online Survey
process?process?

 You provide information to King County
to confirm your intention to use the
Online Survey and to set up your site(s)

 You receive an e-mail back from King
County confirming set up and giving
you a password for ETC tools

 You check Online Survey set up for
accuracy



What is the Online SurveyWhat is the Online Survey
process?process?

 You prepare for the survey
 You send an announcement to your

survey population via e-mail
 Your employees use their web browsers

to go to the internet site

 Employees go register, complete and
submit the Online Survey in about 2
minutes



What is the Online SurveyWhat is the Online Survey
process?process?

 The software collects employee surveys

 You use the ETC tools to manage the
survey process

 You troubleshoot minor problems

 You notify King County to close out your
survey and send it in for processing



Online Survey ChecklistOnline Survey Checklist
(3 - 4 weeks out)(3 - 4 weeks out)

 Confirm that you have support and
approval from top management and
technical staff for Online Survey

 Establish survey main week
 Determine “vernacular” name for

site(s)



Online Survey ChecklistOnline Survey Checklist
(3 - 4 weeks out)(3 - 4 weeks out)

 Determine how you will survey the
appropriate employee population
– Anyone in your e-mail domain can

complete a survey

– You can notify just those employees who
should complete the survey to do so
(“affected,” “total worksite population,”
“employees eligible for a FlexPass”)



Online Survey ChecklistOnline Survey Checklist
(3 weeks out)(3 weeks out)

 Complete the Online Survey
commitment e-mail and send to King
County



Online Survey ChecklistOnline Survey Checklist
(1 - 3 weeks out)(1 - 3 weeks out)

 Receive the setup information for your
site(s) from King County

 Test it to ensure that you can logon and
access your site(s) and domain(s)

 Set up tracking system (if applicable)

 Communicate to employees about the
upcoming survey



Online Survey ChecklistOnline Survey Checklist
(survey week)(survey week)

 Monday: Send e-mail announcement
– Bcc:
– Highest priority
– Set reminder for Tuesday morning
– Set “reply to” as ETC
– Include link to survey site (careful of cut &

paste)
– Include link to FAQ (optional)



Online Survey ChecklistOnline Survey Checklist
(survey week)(survey week)

 Wednesday
– Send reminder

 Throughout week
– Minor troubleshooting and validation

 Friday
– check response rate - achieved 70%?



Closing out your surveyClosing out your survey

 Send a close-out notice to King County
rick.cranford@metrokc.gov
– King County will complete the coversheet

and submit your data for processing at
UW

– WSDOT will clear the e-mail addresses
and data after processing your survey

– At the next survey cycle, the survey will be
reset to start anew



Ideas for a Good ResponseIdeas for a Good Response
RateRate

 Visibly involve management - have
email or reminders come from senior
management

 Have a prize drawing for all employees
who complete survey on the first day,
second day, etc.

 Recruit help at the work group level

 Track responses and send reminders!


